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Course Name: Introduction to Machine Learning and Data Science 

Section Number: A01 Term: Winter 2024 
Course Start Date: January 8, 2024 Course End Apr 26, 2024 
Delivery Mode: In-person 

Class Day, Time, Location: Mons, 8:00-9:30, E123 & Weds, 8:00-9:30, E123 


Instructor Name: Mehwish Abbasi 
Office Location: By Appointment 
Office Hours: Tues, 10:00-12:00 & Thurs, 9:30-11:30 


Contact Information: Mehwish.abbasi@norquest.ca 


Faculty: Faculty of Business, Environment, and Technology 
Department: Technology 
Program: Machine Learning Analyst 


Note: This syllabus is tentative and may be subject to change by the instructor if required. 


Official College Calendar Description: 


This course introduces students to the field of data science and machine learning using Microsoft 
Excel and Power BI. Through a combination of theory and hands-on practice, students will learn 
all the essential components involved in extracting meaningful information from datasets. 


Credits: 3 
Prerequisites: None 
Co-Requisites: None 

Total Course Hours: 43.5 hrs 


Course Goals/General Learning Outcomes: 
Upon successful completion of this course, students will be able to 


1. Use Microsoft 365 and Google Workspace efficiently. 

Describe the basic architecture of a computer and cloud computing. 

Acquire, clean, and analyze data using Microsoft Excel and Power BI. 

Create various types of visualizations to effectively communicate information and draw 

valuable insights from data. 

5. Define artificial intelligence, generative artificial intelligence, and applications of artificial 
intelligence. 

6. Prepare the job application and interview processes. 
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Course Units/Topics: 
This course consists of the following units/topics: 


1. Digital skills with Microsoft 365. 
Digital Skills with Google Workspace. 
3. Computer Basics and Technology. 
4. Data Analysis with Excel 
5. Data Visualization with Excel. 
6. Data Visualization with Power BI 
7. Data Driven Decision making. 
8. Generative AI, LLM and Prompt Engineering 
9. Data Science Pipeline 
10. Navigating Careers 


Required Textbooks, References, Materials: 


e Access to Hyflex 
e Class presentations that will be posted on Hyflex 


e Microsoft Excel: https://www.microsoft.com/en-ca/microsoft-365/excel 


e Power BI: https://powerbi.microsoft.com/en-ca/ 


Recommended Resources: 

1. Click here t Gustavo Moraes, Douglas Romão. (May 2022). Microsoft 365 Fundamentals 
Guide. O'Reilly Media. https://www.oreilly.com/library/view/microsoft-365- 
fundamentals/9781801070195/ 

2. Jeremey Arnold. (September 2022). Learning Microsoft Power BI. O'Reilly Media. 
https://www.oreilly.com/library/view/learning-microsoft-power/9781098112837 

3. Guy Hart-Davis. (May 2021). Teach Yourself VISUALLY Google Workspace. 
https ://www.wiley.com/en-us/Teach+Yourself+VISUALLY +Google+Workspace-p- 
9781119763277 
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Course Schedule: 


Please note that this schedule is subject to change. Any changes or cancellations will be 
communicated Choose an item. 


Week Unit/Topic/Reading Assessment 
Week 1: Unit 1: Digital skills with Microsoft 365 
Jan 8 e Kevin Stratvert. (2021, Feb 18). What is 
Jan 10 Microsoft 365 - Explained [Video]. 
YouTube. 
https ://www.youtube.com/watch?v=XGD 
OeGfKwlE 
e Nate Holmes (2022, July 11) File Naming 
Best Practices for Digital Asset 
Management 
https ://www.acquia.com/blog/file- 
naming-conventions 
e Librarian Visit 
Week 2: Unit 1: Digital skills with Microsoft 365 Assignment 1 
Jan 15 e Ann Marie Carrier. (2022, Sep 6). How to | Quiz 1 
Jan 17 Create Bookmark Folders in Google 
Chrome [Video]. YouTube. 
https://www.youtube.com/watch?v=XGD 
OeGfKwIE 
e Fontana Unified School Board. FUSD 
Keyboard Shortcuts for Students 
https://www.fusd.net/Page/1335 
Week 3: Unit 2: Digital Skills with Google Assignment 2 
Jan 22 Workspace Quiz 2 
Jan 24 e Geekforgeeks (2023, Aug 03). How to 


maximize productivity using google 
workspace (Rahulkwh) 
https://www.geeksforgeeks.org/maximizi 


ng-productivity-with-google-workspace/ 
Kevin Stratvert (2020, Dec 02). How to 
use Google Drive - Tutorial for Beginners 
https://www.youtube.com/watch?v=gdrx 


AoqfvbA 
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Week Unit/Topic/Reading Assessment 
Week 4: Unit 3: Computer Basics and Technology Quiz 3 
Jan 29 e Mara Calvello. (2021, May 21). Hardware 
Jan 31 vs. Software: What’s the Difference? 


https://www.g2.com/articles/hardware- 
vs-software 

e Understanding the Cloud. GCFGlobal 
https://edu.qcfglobal.org/en/computerba 
sics/understanding-the-cloud/1/ 

e Atif M. (Sep 11, 2020). Artificial 
Intelligence vs Machine Learning vs Data 
Science 
https://towardsdatascience.com/artificial 
-intelligence-vs-machine-learning-vs- 
data-science-2d5b57cb025b 

e Inside a computer. GCFGlobal. 
https://edu.gcfglobal.org/en/computerba 
sics/inside-a-computer/1/# 


Week 5: Unit 4: Data Analysis with Excel 
Feb 5 e A Guide to Data Types in Statistics. (Mar 
Feb 7 23, 2023). A Guide to Data Types in 


Statistics https://builtin.com/data- 
science/data-types-statistics 

e Devin Pickell. (May 3, 2023). Structured 
vs. Unstructured Data: What's the 
Difference? 
https ://www.g2.com/articles/structured- 
vs-unstructured-data 


No class on Sep 29th 


Week 6: Unit 4: Data Analysis with Excel Assignment 3 

Feb 12 e Excel Formulas - Functions Quiz 4 

Feb 14 https ://edu.gqcfglobal.org/en/excelformul 
as/functions/1/# 


e Simplilearn (Jan 7, 2021) Excel Sorting 
and Filtering | How to Sort Data in Excel 
| Excel Tutorial for Beginners | 
Simplilearn. [Video]. YouTube 
https ://www.youtube.com/watch?v=dNB 


Kighgilc&t=8s 
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Week Unit/Topic/Reading Assessment 
Week 7: Unit 5: Data Visualization with Excel 
Feb 19 e Edureka, (Sept 19, 2015), Data 
visualization with Excel (video) 
https ://www.youtube.com/watch?v=VjQ 
geP6yb9A 
e Teacher's Tech, (April 11, 2022), How to 
Create Charts and Graphs in Microsoft 
Excel - Quick and Simple 
https ://www.youtube.com/watch?v=64D 
SXejsYbo 
e Geekforgeeks, (mohit0901, June 06, 
2021), Sparklines in Excel 
https://www.geeksforgeeks.org/sparkline 
s-in-excel/?ref=ml_ lbp 
No class on Feb 21 
Week 8: Unit 5: Data Visualization with Excel Assignment 4 
Feb 26 e Microsoft 365, Find and remove Quiz 5 
Feb 28 Duplicates 


https://support.microsoft.com/en- 
us/office/find-and-remove-duplicates- 
00e35bea-b46a-4d5d-b28e- 
66a552dc138d 


Unit 6: Data Visualization with Power BI 


Leila Gharani. (Nov 8, 2022). How To 
Create these useful Power Bi Visuals 
that Excel Lacks. [Video]. YouTube. 
https://www.youtube.com/watch?v=GpP 
OEbSMRpg 

Navdeep Singh Gill. (April 13, 2023) 
Data Visualization with Microsoft Power 
BI - Basics and Beyond. 

https ://www.xenonstack.com/blog/data- 
visualization-with-power-bi 
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DECISION-MAKING 
https://online.hbs.edu/blog/post/data- 
driven-decision-making 

GetSmarter (Nov 15, 2022). Why You 
Should Move to Data-Driven Decision 
Making | MIT Sloan. [Video]. YouTube. 
https ://www.youtube.com/watch?v=4TP 
npr5mmDO 

Google Career Certificates (Apr 9, 2021). 
Making Data-driven Decisions in Business 
| Google Data Analytics Certificate. 
[Video]. YouTube. 

https ://www.youtube.com/watch?v=Eev 
YFzAqgJ2M 

Isaac Gootlieb (July 28, 2020). 
Introduction to decision making using 
Excel: What IF analysis 

https ://www.youtube.com/watch?v=myx 


qmduiTqs&ab_ channel=IsaacGottlieb 


and Data Science COLLEGE 
Week Unit/Topic/Reading Assessment 

Week 9: Unit 6: Data Visualization with Power BI Assignment 5 
Mar 04 Aditya Jadon. (December 29th, 2022). Quiz 6 
Mar 06 15 Best Power BI Chart Types and Visual 

Lists 

https://hevodata.com/learn/bi-chart 

e IvyProSchool (Jun 3, 2022). Slicers in 

Power BI | Interactive Filters Using 

Slicers | Free Power BI Tutorials | Ivy Pro 

School 

https ://www.youtube.com/watch?v=20- 

TrYSnvlo&t=4s 
Week 10: Unit 7: Data Driven Decision Making 
Mar 11 e Tim Stobierski (Aug 26, 2019) THE 
Mar 13 ADVANTAGES OF DATA-DRIVEN 
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Unit/Topic/Reading 


Unit 7: Data Driven Decision Making 


Dawn Bjork (April 7, 2020). Microsoft 
Excel: Easy Data Analysis with the IF 
Function. 
https://www.youtube.com/watch?v=4vce 
qgqQIFPU&ab_channel=DawnBjork- 
TheSoftwarePro 

Microsoft 365 (April, 2021). Viookup 
function 
https://support.microsoft.com/en- 
us/office/vlookup-function-Obbc8083- 
26fe-4963-8ab8-93a18ad188al 

Find Easy Solution (Mar 18, 2023). How 
to use data bars in Excel- Office 365. 
https ://www.youtube.com/watch?v=LgqYI 
MPUUZcE&ab_channel=FindEasySolution 


Unit 8: Generative AI, LLM and Prompt 
Engineering 


George Lawton. What is generative AI? 
Everything you need to know. Tech 
Target. 

https ://www.techtarget.com/searchenter 
priseai/definition/generative-Al 

Adrian Tam. (May 19, 2023). What are 
Large Language Models 

https ://machinelearningmastery.com/wh 
at-are-large language-models/ 


Course Code: CMPT 1500 


Assessment 


Assignment 6 
Quiz 7 
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Definition, operation and usefulness in 
Data Science 

https ://datascientest.com/en/all-about- 
data-pipeline 

Randy Lao (2018, Jan 15). A Beginner’s 
Guide to the Data Science Pipeline. 
Towards Data Science. 

https ://towardsdatascience.com/a- 
beginners-quide-to-the-data-science- 
pipeline-a4904b2d8ad3 

No class on April 1st 


and Data Science COLLEGE 
Week Unit/Topic/Reading Assessment 
Week 12: Unit 8: Generative AI, LLM and Prompt Assignment 7 
Mar 25 Engineering Quiz 8 
Mar 27 e Google Cloud Tech. (2023, May 8). 
Introduction to Generative AI [Video]. 
YouTube. 
https ://www.youtube.com/watch?v=G2f 
gAlgmoPo 
e Google Cloud Tech. (2023, May 8). 
Introduction to large language models 
[Video]. YouTube. 
https ://www.youtube.com/watch?v=zizo 
nToFXDs 
e Alonso Rondon. (Apr 14, 2023). Prompt 
Engineering AI: BEST Beginner's Guide 
[Video]. YouTube. 
https ://www.youtube.com/watch?v=r7vt 
ZOek5Jc 
e Matt Crabtree. (May 2023). A Beginner's 
Guide to ChatGPT Prompt Engineering. 
DataCamp 
https://www.datacamp.com/tutorial/a- 
beginners-gquide-to-chatgpt-prompt- 
engineering 
Week 13: Unit 9: Data Science Pipeline Quiz 9 
April 3 e Data Scientist (June 15, 2023). Pipeline: 
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Week Unit/Topic/Reading Assessment 
Week 14: Unit 10: Navigating Careers Assignment 8 
April 8 e LinkedIn Help. How Do | Create a Good Quiz 10 
April 10 LinkedIn Profile? 


https://www.linkedin.com/help/linkedin/a 
nswer/a554351/how-do-i-create-a-good- 
linkedin-profile-?lang=en- 
us&intendedLocale=en 

e Indeed Editorial Team. (August 16, 2023). 
How to Format a Cover Letter 
https://ca.indeed.com/career- 
advice/resumes-cover-letters/cover- 
letter-format 

e Sara A. Metwalli. Data Science Job Titles 
— Which Role Is Right for You? builtin 
https://builtin.com/data-science/data- 


science-jobs 
Career Coach Visit 
Week 15: Presentations Project 
April 15 
April 17 


Assessments: 
Assignments Weight: 50% 
e Assignments are hands-on practice for the skills that you are learning in that unit. 


Quizzes Weight: 15% 
e Quizzes will be short questions to review your knowledge of the topics covered that week. 


Reflection Weight: 20% 


Project Weight: 20% 


The instructor will update the online grades typically 10 days after completion of an activity. 


How to Submit Assignments: 


Your instructor will provide specific submission instructions for each assignment. 


Late Assignment Submissions: 


Assignments are due on the date and time specified by your instructor. Late assignments may not 
be accepted after the scheduled due date and time. For a late assignment worth less than 10%, 
students may contact their instructor for permission to submit before it is marked and returned. 
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The instructor's decision will be final. Exceptions to the late assignment policy may be granted 
only in cases of extenuating circumstances. 


For assessments (assignment, quiz, test, project, etc.) worth 10% or more, students may submit 
a deferred assessment request for approval by the Program Chair (or designate). A deferred 
assessment allows a student to either postpone an exam or extend the submission date of 
coursework due to an unexpected and documented, compassionate and compelling reason, such 
as (but not limited to) a medical condition, family crisis, and bereavement. Students should send 
an email with the following information to fbetstudents@norquest.ca within 72 hours after the 
assessment: 


a) Name, Student ID 

b) Course Name, Course Code, Section, Instructor 

c) Name of Assessment (Mid Term -1, Quiz-1, Assignment - 1 etc.) 
d) Original Date of Assessment 

e) Reason for missing the assessment. 

f) Supporting documentation 


Attendance Requirements: 


For in-person sections, students are expected to attend all classes, labs and exams on campus. 
All absences should be communicated to your instructor as soon as possible, and students will be 
responsible for reviewing missed content. 


For hyflex sections, students can attend classes and labs in-person, live online, or watch the 
recordings on their own time. Students are expected to attend exams in-person, please plan 
accordingly, and speak to your instructor about the specific in-person needs of the course. 


Academic Integrity 


NorQuest College is committed to maintaining high standards of academic performance and 
integrity, and it is incumbent upon all members of the college community to uphold these 
standards. Allegations of academic misconduct are serious and may lead to sanctions such as 
mark reduction, course failure, or withdrawal from the course or program. 


Plagiarism is a form of academic misconduct that occurs when someone presents, as one’s own, 
work that has been created by another. It is a serious offence and can result in suspension or 
expulsion from the college. 


If you are struggling with your course work, including assignments, exams, or other 
assessments, please reach out to your instructor for support. If you are unsure how to 
properly cite other work that you refer to or other students you collaborate with, please 
speak with your instructor. 


Allegations of academic or non-academic misconduct will be adjudicated according to Student 
Judicial Affairs Policy and procedures and may result in sanctions ranging from mark reduction, 
remediation, course failure, or withdrawal from the course/program. For more information, please 
talk to your instructor, or contact the Office of Student Judicial Affairs at osja@norquest.ca 
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Skills of Distinction: 


NorQuest College commits to a common set of outcomes we aspire to achieve with each and every 
learner. We call those Skills of Distinction because they prepare every learner for the challenges of 
a changing workforce and a changing world. They are the foundation for changing learners’ lives 
for the better. They shape the learning outcomes expected for all programs offered at the college 
and integrate specific skills essential for all learners such as human skills, creative problem 
solving, adaptability, and digital fluency. The follow three Skills of Distinction have been 
established: 

1. Resilience: Learners are courageous, healthy, and able to respond to or overcome 
challenges. Through their learning experiences at NorQuest, they become more aware and 
accountable for their actions. 

2. Inclusion: Learners value diversity and individuality and base their actions on the 
principles of social justice. They strive to create safe environments, a sense of belonging 
and acceptance for themselves and others. 

3. New ways of thinking: Learners embrace bold new ways of thinking. They are prepared 
to take risks, keep learning, be creative and take personal responsibility for adapting to 
changing situations. 


Learning Technologies: 


This course uses Moodle, NorQuest College’s online learning management system, for course 
materials (http://myclass.norquest.ca). Course materials may include review materials, handouts, 
course outline, presentations, notices from your instructor, schedule of readings, assignments, 
and exams. It is important that you log in and review the course materials and information 
regularly. For technical support, contact Computer Commons: Computer Commons 


Technology and Digital Devices: 


As this is a technology program, many of the learning activities will require you to use laptops, 
smartphones, and other digital devices. It is expected that you use these to support your learning 
and not use them inappropriately or as a distraction to yourself or your classmates. Your 
instructor will identify times when the use of these devices is not appropriate. 


Student Handbook 


To support our students’ success, we have created a Student Handbook to share all that you need 
to know to succeed as a student in the Faculty of Business, Environment, and Technology. To 


maximize your success, read here: FBET Student Handbook 
Student Support 


Students who require accommodations in this course due to a disability affecting mobility, vision, 
hearing, learning, or mental or physical health are advised to discuss their needs with the 
appropriate representatives through NorQuest College Student Services at 
(https://norquest.ca/resources-services/student-services/services-for-students-with- 
disabilities.aspx). 
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Statement of Expectations 


It is the student’s responsibility to be familiar with and follow NorQuest College policies and 
procedures, including the Student Code of Conduct. Student policies can be viewed on the college 
website at https://www.norquest.ca/resources-services/student-life/student-policies.aspx. Policies 
specific to a program will be in the student handbook. If you have questions, please ask your 
instructor or program leadership team to get clarification. 


Refer to the official NorQuest Course Outline for additional information about this 
course and our policies, expectations, and student supports. 


Copyright © 2021, NorQuest College and its licensors 
All rights reserved. No part of this publication may be reproduced or transmitted in any form or by any means, or stored in 


a database and retrieval system, without the prior written permission of the publisher. 
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